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Internet Credit Card Module

This Process shows the screens for paying a filing fee via the internet, using a credit card. This
feature allows you to defer payment until the end of the day and thereby only charge your credit
card once. You must settle payment by 8:00pm each day.

In this scenario we are docketing a motion for relief from stay. (If you are filing a new case, the
steps are very similar, please see the end of this document for the steps.)

STEP 1 Enter “y” in the text box as shown in Figure 1 and click Next.

EE F Bankruptcy * Adversary

File a Motion:
1-02-00050 Tim Thomas

Are you paying via the Internet [y or 11]'?"Y

et | Clear |

Figure 1

STEP 2 The Fee screen appears, click Next. (See Figure 2)

EE F Bankruptcy g Adversary

File a Motion:
1-02-00050 Tim Thotnas

Fee: §75

Figure 2

STEP 3 The Modify Docket Text screen appears. Click Next to continue.

Page -1-



CM/ECF Attorney Training Manual

Internet Credit Card Module

STEP 4

STEP S

(See Figure 3)

Bankruptcy Adversary ¢ Query Reports ' Utilitie:

1-02-00050 Tim Thomas

Docket Text: Modify as Appropriate.

' ¥| Motion for Relief from Stayl
Bob Trumble . (student0), )

. Fee Amount $75. with Certificate of Service Filed by

Figure 3

The Final Docket Text screen appears. Once you are certain the
docket text is correct, click Next to continue.(See Figure 4)

EECF Bankruptcy Adversary + Query -+ Reports

File a Motion:
1-02-00050 Tim Thomas

Docket Text: Final Text

Motion for Relief from Stay. Fee Amount $75. with Certificate of Service Filed by Bob Trumble. (studentd, )

Attention!! Submitting this sereen commits this transaction. You will have no further opportunity to modify this submission if you

continue
Clear

Figure 4

You will then see the Notice of Electronic Filing screen display
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with the Electronic Payment window on top of it. The Electronic
Payment Window displays your summary of current charges. You
may click on Pay Now or Continue Filing. Remember, you must
pay all fees by 8:00 pm each day. In this scenario, we will choose
Pay Now. If you choose Continue Filing, the Electronic Payment
window will close.

(See Figure 5)

¥ tlectronic Payment - Netycape

Summary of current charges:

Date Incurred Description Amount

Motion for Relef From Stay(1-02-00050)

[motion, mrifsty] ( 75.00) St

2003-10-16 134046

Total: § 75.00

Figure 5

STEP 6 The Payment Collections screen appears. Click on the down
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arrow next to Card Type entry box and select your card type.
Next, type in your card number. (Do not use spaces) Then choose
your expiration date month and year. After filling in the
appropriate information, click Submit Payment. (See Figure 6)

T US_Cowrty®iccogov. Payment Collections - Neltycape

Please enter your credit card information below:

Name: studentd

Total: $75.00

Card Type: |Please select a card type
Card Number:

Expiration Date:

For your privacy and protection,
the information submitted here is encrypted using 128-hit SSL.

Figure 6

STEP 7 You will then see the screen below. (See Figure 7)
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¥ Order Successful: - Netycape

Pllease wait while this fransaction is completed.

For your privacy and protection,
the information submitted here is encrypted using 128-bit SSL.

Figure 7
STEP 8 The Transaction Receipt screen displays. The Transaction
number is your receipt number. Click on Close Window.
(See Figure 8)

U.S. Bankruptcy Court
Northern District of West Virginia

Thank vou. Tour transaction in the amount of § 75.00 has been completed.

Please keep a copy of your transaction recetpt for future reference. The transaction number 13

1111B17121.

Figure 8

Page -5-



CM/ECF Attorney Training Manual Internet Credit Card Module

Here is the only screen that is different when you file a voluntary petition.

Follow the instructions and do not enter any information in the receipt
number field. Click Next. (See Figure 9)

EE F Bankruptcy . Adversary

Open New Bankruptcy Case
Do not enter a receipt number below if you will be paying via the Internet!

Please Enter: A Receipt Number or CC for Credit Card or O for Other Payment

Feceipt # I Fee: $200

Mext | Clear |

Figure 9

You will then see the Electronic Payment Window on top of the Notice of Electronic Filing,
just as in step 5. Follow steps 6 through 8 to finish the payment.
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The Internet Credit Card Module gives you 2 additional features under the Utilities Menu:
Internet Payment History and Internet Payments Due
(See Figure 10)

Bankruptcy Adversary

Your Account Miscellaneous
CMECF Login Legal Research ...

Change Your Client Code Mailings. ..
Change Your PACER. Account Wenfy a Document

Internet Payment History

Internet Payments Due

Maintain Your ECF Account
Eewew Billing Histo

View PACEER Account Information
Wiew Your Transaction Log

Figure 10

By clicking on the Internet Payment History Report and entering a date range, you are
able to see what transactions have been charged to your credit card along with the associated
transaction receipt numbers. (See Figures 11 and 12)

EE F Bankruptcy . Adversary .

Internet Payment History

From [9/1/2003 to |os30/z003
Run Report | Clear |
Figure 11

U.S. Bankruptcy Court
Northern District of West Virginia

Internet Payment History for studentO ,
9/1/2003 to 9/30/2003

Payment

Date Paid Description Method Receipt # Amount
2003-058-22 05.43:37 Ifotion for Relief From Stay(1:03-bk-00157)
[motion, melfsty] (75 00) credit card 1111816795 | §$75.00
2003-05-22 08:51:01 Volntary Petition (Chapter 7)(5:03-blk-00164)
[misc,velp?a)] { 200.00) credit card 1111B16801 | § 200.00
Figure 12
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If you click on the option of Internet Payments Due under the Utilities menu, you may
“settle” you account at any time. The Electronic Payment window opens if you have any
outstanding credit card fees. (See Figure 13) You may then click on Pay Now and follow the
screens to settle your account.

Summary of current charges:

Date Incurred Descrption Amount
2003-10-16 Voluntary Petiion (Chapter 73(1:03-bk-00146) £ 200.00
14:23:05 [tisc,wolp7a)l ¢ 200.00) ’

Total: § 200.00

Figure 13
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